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HUMAN RESOURCES ASSISTANT

DEFINITION
To provide clerical and technical support to the Human Resources and Risk Division and to provide information and assistance within scope of responsibility to the general public, District staff and retirees. 

SUPERVISION RECEIVED AND EXERCISED
Receives general supervision from management staff and may receive technical and functional supervision from professional or supervisory staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Answer routine inquiries from the public or employees for factual information on subjects such as, employment opportunities and requirements, benefits, personnel policies, procedures, practices, and salaries, and accident reporting and claims procedures.

Assist in coordinating recruitment activities by placing advertisements, checking advertising bills, tracking applicant paperwork, scheduling interview appointments, preparing and processing oral board materials, sending out notifications.

Assist in coordinating District's liability program by routing filed claims and personal injury and auto accident reports to appropriate insurance carriers; establish and maintain appropriate logs and records, and follow-up as required with affected parties. 

Assist in coordinating District's Workers' Compensation program, including maintaining logs and records, filing and monitoring appropriate forms, compiling and monitoring various statistics, and maintaining liaison with medical providers regarding treatment and medical status.

Administer District performance evaluation system, including sending out and monitoring notices and generating other appropriate paperwork such as personnel action forms; and monitor temporary employee requests, including maintaining logs and records and checking agency bills for accuracy.

EXAMPLES OF DUTIES (Continued)

Assist in administering service award program and administer retirees medical reimbursement benefit; process Office of Emergency Services Civil Defense Identification cards for all employees; and assist in preparation for and scheduling of quarterly new employee orientation program. 

Assist in maintaining personnel and benefit files and confidential records in a timely manner; classify, file and locate a variety of materials according to established practices and procedures; and extract and compile a variety of statistics for reporting purposes as assigned. 

Analyze and develop forms and procedures in work simplification, and methods of improvement related to personnel and risk management activities; order supplies for the division, including control of employment applications, claim forms, and accident report forms; arrange for repair of equipment; and keep reference/resource information up- to-date. 

Open, sort, screen, and distribute mail; type correspondence, reports, memoranda, forms and related materials from rough draft, corrected copy, or verbal instruction; proofread and check typed materials and reports for clerical and mathematical accuracy, completeness and for compliance with established standards and procedures.

Update and maintain Human Resources Information System; assist with DMV Pull Notice Program and employee events; proctor employment exams; maintain and coordinate offsite storage of files.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS
Knowledge of:

Basic principles and practices of human resources and risk management, including recruitment, benefits, safety, and claims.

Arithmetic and basic mathematical calculations, including percentages and decimals.

Record keeping principles and techniques.

Computer software including word processing, spreadsheet, and database applications.

English usage, spelling, punctuation and grammar.

Modern office procedures, methods and computer equipment.

Ability to: 

Perform clerical and technical duties in support of human resources and risk management activities.

Observe, identify and problem solve office operations and procedures; understand, interpret and explain applicable District and division policies and procedures; explain operations and problem solve office issues to the public and with staff; provide ongoing enhancement of human resources processes
On a continuous basis, sit at desk for long periods of time. Intermittently twist and reach office equipment; stand, bend, squat, kneel or twist while using/clearing copy equipment or retrieving/returning files; write and use keyboard to communicate through written means and enter/retrieve data from computer; run errands; and use repetitive motion and lift or carry weight of 25 pounds or less. 
Read, interpret, and apply pertinent rules, regulations, standards and procedures.

Prepare and maintain confidential, technical, and statistical records and reports.

Use initiative and sound independent judgment within scope of responsibility. 

Organize, prioritize, and coordinate work activities.

Maintain confidentiality.

Consistently attentive to details.

Compose routine correspondence from brief instructions.

Make arithmetic calculations with speed and accuracy.

Work with various cultural and ethnic groups in a tactful and effective manner.

Obtain information through questioning; work with interruption; effectively handle multiple assignments; and deal firmly and courteously with the public.

Analyze situations quickly and objectively and determine proper course of action.

Use a computer, calculator, telephone, facsimile machine, and photocopy machine.

Type accurately at a speed of 45 words per minute.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Experience and Training
Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:

Experience:

Two years of responsible administrative clerical experience in a personnel office or environment requiring a high level of public contact.

Training:

Equivalent to the completion of the twelfth grade. Additional specialized training in office management, human resources management, or a related field is desirable.

License or Certificate: 

May need to possess a valid California driver's license as required by the position.

Physical Demands:
Work is performed in a normal office environment and outside while conducting field job audits, administering tests, conducting training activities or assisting with employee programs.  The physical demands include ability to talk, listen, observe, use repetitive motion and lift or carry not more than 25 pounds.  The position requires use of a computer and telephone.  
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